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MEMORANDUM POR THE HECOH

SUBJECT:  Menpower Survey - Tentatlve Progedure

PHASE A = PREPARATORY RECORD CHECK

Step 1.

Step <o

Step 3.

Anticipated reeultss

Gtep 1.
&‘bﬁ? £

Obtain the follewing s pertains to each Dvision

2. OCopy of latost payroll rune-both 58'a and SA's,
headquartaers snd field.

be T/0 listing of positions—hesdquarters,
projects.

From officiel position inventory records in ADP, list

slotting of individuals by name and grade on T/0 listing

1b. atove. »

Check T/0 listing of incumbents to positions with payroll

records in the Finance Division to asvertain who is beling

paid at headquarters end who in field; snd consolidate

pertivent information on 1ndlvidual work carde, i.e., where

slotted, where paid, where actually working, status.

Pindings

The gompletion of the three sieps cutlined sbove, should

ghow, inscfar as officisl reeords and payrolls reflect,

those individualsi

&. Slotted ageinst ong

be Double szlotted.

c. Unsssigned, surplus, undetermined, 2tce

d. In hesdquarters in one T/0 elot but paid Irom some other

allotmernt acoount.

Slotted against field 7/0'e but actually working in

headquarters and being pald from unvouchered fundej

i;u:; long these individuele have been in headquarters
why.

Such other discrepancies as may be noled from the

regorde.

Meld and

7/0 but working in ancther element,

Se

£

PHASE B - DIVISIUH SURVEX

Checlt individual swmmary cards, resulting from above, with
position inventory records of the Divisicn Personnel Branch.
Check individusl record gards with offices, gtalfs and
branches of the Division to determine actusl duty asaignments
of those working at headquarters. This should bs & personsl
gheok with each individual, inauiry ae to title and grade,
duty sesignment, and conparison of facts with officiel records,
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Step 3« Summarize findings inoludings
a. Total nunber slotied against field {UV) but working

at headguarters.

v, Total mumber slotted against headquarters {V) but
working in field.

c. Total number “double slotted” at headquarters and
total on field T/0's.

de Total unassigned with generel description or exploration
of reasons therefor. Check oub all unassigned snd
surplus with Career Service Boards.

@. Chart showing totals by alot grade and incurbent grades
of all slottinge of irdividuals more than two greades
below the slot gredo.

25X1C f. Dbet ~ ¢ of a1l employees st headquarters who 25X1C
ATS howing nams, grade, position title, lest
duty sssignmeni Overseal, reagon for maintaining

25X1C Jength of present tour ab headquarters.

g« Uther appropriate sumnaries.
PHASE © = ANALYSIS OF FINLIRGS

Though this outline would first apply to Fi idvision, after & sulficient
coverage of DD/P divisions and staffs were covered the problem could
be roducet to the development ofs

Uonclusions
8, Summary of causcs or reasons for conditions cisclosed
in survele
b, Summary of effects of gondltions ocutlined.

Agoommendations

8. With regard to the daveloplng, processing general maine-
tenance &nd use of & 1/0.

be With regard to the use of pergonnel at headquerters who 25X1C4a
ars slotted to fleld T/0's and paid from {uv) funds.

¢, With regard to use of personnel at hasdquariors.

d. With regerd to the use of personnel in the f1eld who are
slotted sgainst headquarters t/ots and paid from (V) funds.

a. With regard to the possible use of & pool T/0 or eimilar
7/0 for the ieclation of individuals swaliting reassign~
mont, undergoing extensive training, unassigned, gurplus,
gtes, rather then blocking slote with such individuals.

£, With regard to maximum sproad 1o he permitted between
7/0 slot grade and grade of incumbent.
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#. With regard to sny other sound conclusions reached.

%. With nﬁgrd %o the development and implerontation by
published Il Avency Rogulation of nacessary
policien and procedures resulting from recommendations.
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